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ISSUE DATE: NO.

r 8, 2004 20a-14
REFERENCE: Supersedes General Order 2OO-I4

dated March 17, 1998

SU BJECT: TELECOMMUNICATIONS

POLICY

The City of Houston's long-distance tele-
phone service and cellular telephones are
tor Official Use Anly.

Every month, the Office of Budget and Fi-
nance will send a list of telecommunication
and cellular telephone (cell phone) charges
to commanders lor their review. Com-
manders will verify calls are in compliance
with this General Order and ensure the city
is reimbursed for any personal charges and
that appropriate action is taken.

This General Order applies to all empror"u".

DEFINITIONS

Official Use. The use of equipment neqes-
sary to accomplish an employee's assigned
task.

CITYNET TELECOMMUNICATIONS

Employees who routinely need to use long-
distance telecommunications for police
business should make a written request for
a city-issued, long-distance access {Citynet)
code, All written correspondence concern-
ing Citynet codes will be routed through
the employee's chain of command to the
director of Technology Services.

lf an employee does not have a Citynet
code, the employee will request a supervi-
sor to place the call using the supervisor's
code.

Citynet codes are confidential passwords
and are governed by General Order 4OA-22,
Keys and Passwords. lf a Citynet code is
comprcimised, employees will immediately
do the following:

o Contact Technology Services to cancel
the code.

r Follow up the contact with a letter re-
questing the existing access code be
deleted.

In addition, incidents involving the com-
promise of a Citynet code or the misuse of
the City of Houston's long-distance service
will be reported and investigated in accor-
dance with General Order 4O0-18, Bespon-
sibility for Gity Property.

lf a Citynet code is still required, employees
will follow the instructions outlined in the
first paragraph of this section.

NONCITYNET LONG-DISTANCE CALLS

Employees may seek reimbursement for
long-distance charges, but only when the
communication was necessary to conduct
official police business and one of the fol-
lowing circumstances existedi

a. The employee was outside the Citynet
local access zone.

b. The officer was on an undercover police
investigation and use of the Citynet code
would have compromised the investiga-
tion.
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coLLECT 9ALLS

With the exception of the Command Cen-
ter, no employee will accept collect calls. lf
a person atempts to place a collect call to
any department telephone, the employee
receiving the call will do one of the follow-
ing in the order listed:

a. Ask the operator to have the caller use a

department toll free number.

b. Ask the operator to obtain a telephone
number from the calldr so the call may
be returned.

c. Ask the operator to have the caller place
the collect call to the Command Center.

DTRECTORY AS9lprANcE

Directory assistance calls from office tele-
phones are not allowed unless such calls
pertain to city business. All other normal
means of obtaining a number will be used
before using directory assistance.

CELLULAR TELECOMMUNICATIONS

When using department cell phones, em-
ployees will be governed by the following:

a. Standard or conventional telephones are
to be used when Possible.

b. All calls {made or received} should be as
brief as Possible.

lf applicable, all Standard Operating Proce-
dures {SOP} manuals will include directives
governing the use of cell phones. SOP
manuals will also contain mechanisms for
employee reimbursement.

Verific?tion

The Office of the Chief of police will give
commanders an annual cell phone budget
for which they will be held accountable.

The vendor will forward copies of monthly
billing to the Office of Budget and Finance.
Budget and Finance will monitor expendi-
tures and forward the appropriate copies to
each commander.

Copies of the billing will be retained by the
commander for a minimum of six months.

Acquisitlon of Cell phones

The following procedures are to be ob-
served when requesting and acquiring cell
phones:

a. Authorization requests for cell phones
will be sent through the chain of com-
mand to the Deputy Director of Budget
and Finance.

b. Authorized purchases or leases of cell
phones will be handled like any other ac-
quisition.

Inventory

Division commanders will maintain a com-
plete record of department owned or leased
cell phones under their commands. Execu-
tive Staff members will maintain a com-
plete record of de'partment owned or leased
cell phones under their immediate com-
rnands. This record will include each cell
phone's:

a. Serial number.
b. Departmental inventory control number

(if it is owned by the city|.
c. Calling number.
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lnventoried cell phones no longer repairable

or needed will be handled as outlined in

General Order 400-14, Control of Police

Department ProPertY.

Budget and Finance will maintain a listing
of those phones not being utilized based on

the monthlY billing.

Loss

Incidents involving the loss, damage, de-

struction, misuse, or compromise of cell
phones will be reported and investigated as

indicated in General Order 4OO-18, Respon-

sibitity for GitY ProPertY.

TELEPHONE NUMBERS

The Command Center will maintain a cur-

rent list of the most commonlY used

department telephone numbers, fax nurn-
bers, and toll free numbers.

It is the responsibility of each commander
to inform the Command Center of any tele-
phone number updates.

W
4O0-14, Control of Police Department

Property
40O-18, Responsibility for City Property
4OO-22, Keys and Passwords

+LtuL{Nb-
Harold L. Hurtt
Chief of Police
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ISSUE DATE:

200-17

REFERENCE: Supersedes General Order, ZOO-17
Dated July 22, 19gg

SUBJECT: TRAVEL AUTHORIZATION AND REIMBURSEMENT PROCEDURES

PURPOSE

The purpose of this General Order is to establish
procedures for approving travel/training rs-
quests and reimbursing employees for ex-
penses.

CRITERIA FOR APPBOVAL

The following criteria will be used for approval
or disapproval of- travel/training reguests:

a. Requests should be related to the em-
ployee's job responsibilities, Upon approval,
the requesting employee will be carried on
either city business for all civilian travel or
training lor training requests for classified
employees. Classified employees traveting
for other than training putposes will be car-
ried on city business. The department will
pay alt eligibla sxpanses. tf the funding is
not available, the employee will be extended
the option of attending the training on city
business or training; however, the employee
will be responsiblo for a portion or all ex-
penses.

b. Attendance at most training seminars
should be limited to ons employee. Excep-
tions may bs grantad on a case-by-case ba-
sis.

c. Before approval of a reguest, the em-
ployee's division will ensure similar taining
is not currently being offered through the
Training Division or the city of Houston
Human Resources Departrnent. The division
also will explore the feasibility, benefit and
cost effectiveness of the requested training
being hosted by the Training Division.

Requests that do not relate to the em-
ployee's current job responsibilities, but do
promote overall professional development,
may be permitted in accordance with the
following provisions:

1. The employee may be carried on city
business if staffing lavels permit the
employee's absence.

2. Expenses will be the responsibility of
the requestin! employee.

d. The command staff will determine, based
on budget allocation, the number of atten-
dees to major confer€nces or conventions,
such as those of IACP, NOBLE, and HAp-
COA. Each command will be assigned a set
number of attendees, Attendance will be
based on staffing levels and the function of
each command. Requests ovor the budget
allocation will be authorized if division staff-
ing levels permit and the employee pays ex-
penses.

e. Employees volunteering to attend training
seminars or conlerences will not receive
overtime pay unless the Chiel of police
gives prior approval. Travel/training over-
time requests will only be for compensatory
time.

f. Requests lor travel/training on city holidays
will be disoouraged because of additional
expenses. lf possible, the travelltraining will
be scheduled tor another time, The €m-
ployee's division may make an exception if
it is determined the benefit is greater than
the extra expense.

2 APPROVAL OF NONEMERGENCY TRAVEL

A Travel Authorization To Attend Conventions,
Conferences, Workshops, and Business-Retated
Meetings lorm (Appendix 8) will be prepared tor
all travef/training requests. On Appendi.x B, atl
lines through line 8 ntust be completed. The re-
questing employoe must sign and date the form,
indicating they havo read and understand the
most current version of Administrative proce-
dure 2-5.
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All travel/training requests must be approved

through the chain of command through the level

of assistant chief or equivalent. The command
staff must have apptoval from the Chief of Po-

lice. Approval will indicate funds are available

and estirnates are reasonable. Certification that
funds are available in the travef/training ac-

counts and the correct account codes are being

assigned should be verified at the command
level. No funding will be reimbursed or ad-

vanced without the signatures of lhe division
manager, assistant chief and the director of the
Office of Budget and Finance on the blue origi'
nal Appendix. B. Upon the completion of proc-

essing, the Office of Budget and Finance will
forward a copy of the approved request to the
employee's command.

ln order to take advantage of the lower airline
prices for staying ovar a Saturday night, a cost
justification worksheet must be attached show-
ing that the over-all cost to the city will be less
with the extended stay than without it.

Travel/training requests not requiring advances,
prepayment of fees, and airline travel should be

approved Prior to deParture.

Travel/training requests requiring advance pay-

ment of registration fees or tuition must be

submitted with the original, completed registra-
tion form and the approved, blue original Ap'
pendix g at least twenty working days prior to
the required date.

TRAVEL REOUEST ADVANCES

Travelltraining requests reguiring advances
must be submitted to Budget and Finance with
the approved, blue original Appendix B and Re'
quest for Travel Advance (Appendix C/ at least
twenty working days in advance of tha date of
dsparture. Employees not meeting this time re-
quirement may not receivo their advance prior
to departure. No advances will be distributed
a{ter departure.

Advances will be made only for meal, hotel and

taxi expenses. All Travel Expense Summary
torms lAppendix Dl must be completed within
ten working days ol the conclusion of the travel
or employees will be subiect to having the
funds deducted from their paycheck.

A travel cash advance may be denied if an em-
ployee:

a, Requests the advance less than twenty
working days before the advance is
needed,

b. Has not submitted an Appendix D form for
previously completed travel.

c. Has not reimbursed the city for a travel ad-
vance which exceeded the actual cost of
previously completed travel.

d. Consistently submits the Appendix D torm
late (more than ten working days after
travel is completed).

FEIMBURSEMENT OF EXPENSES

Appendix D will be completed for all approved
travef. Appendix D must list all expenditures for
which reimburqement is reque.:red and all origi-
nal receipts (except where noted later in this
sectionl must be securely attached or enclosed
in an envelope. The division's and command's
approval will be indicated on the appropriate
line on Appendix D and the form forwarded to
th€ Office of Budget and Finance for verifica-
tion.

To expedite reimbursements, care should be ex-
ercised to ensure that figures entered on Ap-
pendix D have been added accurately and re-
ceipts match the amounts shown on the report.
Variances should be explained or reimburse-
ments may be delaYed.

Reimbursable Expenses

a. All items listed under "Required Original Re-
ceipts'below.

b. Mileage. Reimbursement for private vehicle
use will be made at the approved city rate
with an approved mileage log. Mileage cost
should not exceed ths cost of a fourteen
day advanced purchase round trip coach air-
lare unless it is necessary to travel by vehi-
cle because ol tha need to carry equipment
and supplies.

c. Tips. Tips for taxi cab drivers, baggage
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handlers, doormsn, etc. are reimbursable

exp€nses. TheY must be reasonable

amounts and documented by an attached

log. ffips to hotel/motol custodial personnel

ar€ not reimbursable expenses.)

d. Businass-related phone calls. These 6x'
penses will only be reimbursed if docu-

mented by an itemized hotel bill or log list-

ing the time, date and Place called.

e. Taxi and limousine axPenses. These ex'
penses will only be reimbursed if docu'
mented by a log listing dates, origination
and destination points, and cost per trip.
(Trips in exc€ss of twenty dollars must havo

a receipt.l

f. Air Travel. The flight coupon lpassenger re-

ceipt or approved equivalent) from any air-

Iine travef must be submitted with Appendix
D or a copy of the approved Appendix B, it
nO advance was received and no reim'
bursement is needed. Only if the.employeo
paid for the flight, should tho amount bg

shown on the face of the APqendix D.

Required Orioinal FeceiPts

lf the city is expected to reimburse travel ex-

penses to the employee, all original receipts will

be obtained for ths lollowing axpenses;

a. Eegistntion laes- The registration fees

shoufd be listed on Appendix D only if the

employee paid ths registration fees.

b. Atu travel. Tickets (coach section flight-
couponl purchased by the employee will not

be reimbursed until after travel has been

completed. The employee will include the

canceled ticket stub (i.e., passenger receipt

or boarding passl. For ticketless travel, an

equivalenl, approved document must be

submitted with AqPendix D-

c. Gasoline. Employees will include gasoline

receipts whan a city or rental vehicle is

used.

d. Cat rental. The cost must be less than use

of a taxi or other gtound transportation and

the r€quest should be made on the original
Appendix 8form. No luxury or recreational

type vehicles will be leased unless justifica-
tion is provided and approved in advance by
the assistant chief of th€ requesting em-
ployee.

e. Parking. A log may be used in lieu of origi-
nal receipts. However, s receipt must be
provided for any single parking event in ex-
cass of ten dollars.

f. Meals. Unless otherwise noted, employees
will be reimbursed for actual expenses at a
rnaximum average daily rate of 94O.OO in-
cluding taxes and tips and excluding alco-
holic beverages.

The maximum average daily rate of $5O.OO
including taxes and tips has been estab-
lished for the following metropolitan ar6as:

. Boston, MA
r Chicago, lL
. Los Angeles, CA
. New York, NY
r San Diego, CA
e San Francisco, CA
. Toronto, Canada
r Vancouver, British Columbia
. Washington, D.C.

When traveling to and returning trom a
travel destination and for one-day trips, em-
ployees will be reimbursed for actual meal
expenses. Travel days will not be used to
arrive at the av€rage expenditure per day for
the trip. Meals will be reimbursed for only
the meals purchased after the employee be-
gins their business travel and before th€
employee ends their travel. Cost of meal ra-
imbursement must be reasonable based on
the time of day.

S. Lodging. ltemized, lodging receipts must
specifically indicate the single rate is being
charged. Credit card charge receipts ar€ not
acceptable.

APPnOVAL OF EMEBqENg;Y TRAVEL

Travel on an emergency basis should be limited
to criminal investigations, prisoner transfers,
and providing testimony or evidence in a casa
where time is critical. The assistant chief of the
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requesting employee will authorize emergency

travel. The Chief of Police must approve all

other emergency travel requests on a case'by'
case basis.

Expenses will be reimbursed in accordance with

the applicable sections of this General Order.

Petty cash advances for emergency travel may

be provided when the ttavel relates to:

a. Retrieval of a suspect or obtaining evidence
critical to an investigation.

b. Providing testimony or evidence in a case
where time is critical.

Upon receipt of tha signed and approved Emer'
gency Travel Advance nequest form, the Office

of Budget & Finance will advance the funds for
the emergency travel from the Petty Cash Fund.

6 . USE OF CORRECT ACCOUNT CODES

Travel/training expenses will be charged to th€
correct travel/training account. Transfers from
within the command or division accounts will be
required, if funds in the division account are not
available at the tlme of the request.

EXGEPTIONS

The Chief of Police must approve any exception
to this General Order.

C. O. Bradlord
Chief of Police



Appendix B

TRAVEL AUTHORIZATION TO ATTEND

CONVENTIONS, CONFERENCES, WORKSHOPS, AND
BUSINESS.RELATED MEETINGS

1.
Narne of employee reguesting travel Department / Division

i Dates of Travel (lnclude departure & return datee) Orgf ffi
i 2. Title of convenlion/conferencelworkshop or purpose of business+efated travel.

i

.

3. Location, dates, phone number (in event employee must be contacted while travellng).

1. Topics to be discussed/buslness to be transacted.

5. OtherdepartmenUdivlsionemployeesattending.

, Will a rent.f car be required?
lf yes, justification.

7. Witl overtime be needed?
lf yes, justification.

8. Estlmated cost of travel:

Airline/railtravel

Ground transportatlon {taxi, bus, subway,etc.)

Registratlon fee

BudgrUAccount
Vcrlflcation

Lodglng

Meals

Rental car

olher

Total

\pprovals

Yes No

Yes No

ateEmployee's Slgnature & Date
t htw rcrd Admlnbt liY. Pmcedun (APZ-S Aulhodzation

and Retmbulsencnl) lor out of town and locat travet and

undeBtand ,he rcquldtmcn's lor relmbu/'semcnt

assislant Chiefs Signature and Date Signature of Chief or DesigniE anEffi-



Form # CO-2001€0

Appendix C

ctw oF HousToN
REQUEST FOR TRAVEL ADVANCE

TA#

Name

Department

Dlvieion

l. Destlnatlon

Emp #. Dato Raquostod

Amount Requested $

Org.t
Accounl #

ll. Estlmaled Ex

Llmouslne

I agree to submit all required expense stalements within tsn (10) worklng days of my
retum. lf the advance payment exceeds lhe actual cosl of travel. I agree to repay the
excess to the Gity al the time that I submit lhe expense statement. tf I do not submit
the expense statement withln the required time, I agree that the City may deduct the
entire amount of the advance ftom my nexl paycheck following the ten (10) day period.

Liquidation Date Employee

Section B
LIOUIDATION OF CASH ADVANCE

Actual Expenoer
lependix O)

Bslancc due from Clty
(Ch€ck roquested)

Balancr duo to Clty
(Check attached)

Amounl $

Amount $

Amount $
:::t

Controlle/s Uso:

Voucher No

Date of Voucher

Check No.

Date Llquidated

Vouchar No.

Deposit Slip No.

Payroll Deductlon:

Date

Amount $

Amount $

Date of Check

Amount S



Appendlx D

TRAVEL EXPENSES SUMMARY REPORT & LOG
SUMMARY OF EXPENSES

NAME OF EiIPLOYEE

Tffi ORG. NO.

exp€nses werg

with ofliclal business for the City ot Houslon.

Date

DEPARTMENT'DNISI6N-

ffiffi

cartify Urat ttre erp€nses represented on thla Tmvd Expenses

Repori E Log are reasonable artd wsrs Incured wfilla this employea was

. conducting official businesg for he Clty of Houston.

5a6-

auto (Totalfrom Sec. V times

Authorizing $ignature Command ffice



Appendlr D (contlnued)

TRAVEL EXPENSE SUMMARY & LOG

DETAIL OF EXPENSES

NAME

DEPARTMENT

PHONE #

EMPLOYEE #

DtvtstoN

ORG #



Employee Name

iECTION fll: TIPS

Appendix D (Continued)

Employee # Org #

(Non-mealrips, all tips relating to meals should be included in secuon I amounts)

SECTION lV: TELEPHONE CALLS

DATE & TIME OF CALL FIRM/PERSON CALLED, CIW/STATE PHONE NUMBER

SECT|ON V: PRIVATE AUTO MILEAGE

Page 3 of 3
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ISSUE DATE:

October 17, 2005 400-o7

REFERENCE:Supersedes General Order 4OO-O7,
issued May 8, 2000

Houston

u
SUBJECT: VEHICLE USE AND ASSIGNMENT

POLICY

Department vehicles are assets belonging

to the City of Houston and are provided for
the purpose of carrying out police missions.
All department vehicles will be assigned

with the approvaf of the Chief of Police

based on assignment, .operational neces-
sity, or any other criteria determined by the
Chief of Police. This General Order applies

to all employees.

pEFrNrTr.QNs

Primary Household. For purposes of this
General Order a primary household will be

defined as where an employee, spouse,
family member, or other significant
relation resides on a regular basis. This
includes an emPloYee's true, fixed,
principal, and permanent home to which
that employee intends to return and
remain even though currently residing
elsewhere. The Chief of Police reserves
the right to make the final determination
of any take-home vehicle location
considering evidence such 3s, but not
limited to, driver licenses, voter registra-
tion rolls, homestead exemPtions,
property tax rcUs, registered utilities, and

mailing addresses.

Motor Vehicle Attrition. When a vehicle is
removed from the fleet due to the age of
the particular model year, or when the
continued operation of a particular vehicle
becomes infeasible due to the cost of
repairs. Certain employees operating take-
home vehicles that are phased out due to
attrition will not be assigned a replace-
ment vehicle.

Take-Home Vehicle Committee. At least
three assistant chiefs, as appointed by
the Chief of Police, will hear, review, and
recommend which employees' job duties
are such that take-home vehicles should
be assigned to those employees. The
recommendation will be based on a
definition of operational necessity. This
committee will consider captains' or their
designees' recommendations prior to the
submission of a list of operationally
necessary take-home vehicles to the
Chief of Police for final approval.

VEHTCLE ALLOCATION

Vehicles will be allocated based upon
documented needs, available resources,
and department goals (see Generaf Order
4OA-2O, Vehicle Allocationl.

ASSIGNMENT AND USE OF CIW VEHICTES

Employees, by nature of job assignments
and responsibilities, will be assigned city
vehicles at the discretion of the Chief of
Police or his designee.

No employee has any rjght or entitlement
to the use of a ciw vehicle.

Driving a motor vehicle is an essential iob
function necessaiy to the carrying out of
the duties of a police officer. All police
officers will maintain a valid current
Texas driver license.

Employees will adhere to the reporting
requirements of relevant General Orders.
(see General Orders 2OA-02, Employees
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Facing Legal Action and 4OO-08, City
Vehicle Accidentsl.

On an annual basis, the department will
obtain and review the driving record of
each employee who operates a citY
vehicle.

Employees may be disqualified from
driving on city business if theY:

a. Do not have a valid and current driver
license.

b. Have been convicted of a felonY

. involving the use of a motor vehicle.

c. Have, within a.period of 36 months' prior to review, been convicted of any
combination of 3 moving violations or
at-fault motor vehicle accidents.

d. Have been convicted of DWI or DUI
within 36 months Prior to review.

Neither the city nor the department is
required to find or create a new position
to accommodate an emPfoYee who has
been disqualified from driving on city
business.

The disqualified employee may apply for
a posted position anywhere in the city,
including the employee's own depart-
ment, for a non-driving position for which
the employee qualifies.

ASSIGNMENT OF TAKE.HOME VEHICLES

Only the Chief of Police may authorize
the assignment of take-home department
vehicles. An employee may be denied
assignment of or continued use of a city

vehicle if the Chief of Police determines
this to be in the best interest of the
department.

Employees assigned a take-home vehicle
will maintain and update all proper forms
related to vehicle usage (e.9., personnel
change information, current vehicle
information). This information will be
rrraintained in the take-home vehicle
database and forwarded to the Chair of
the Take-Home Vehicle Committee.

3O-Mile Rule

All employees with authorization for take-
home vehicles must reside within 30
rniles (one way) from Police Headquarters
(12OO Travis). A map displaying the 30-
rnile radius will be displayed in the motor
pool turn-in area (first floorl at the central
police garage. Only the Chief of Police
rnay make an exception to this rule.

The determination of the distance from
12OO Travis will be based on the primary
household of the employee. lt it is
questionable whether an employee's
primary household is within the 3O-mile
radius the employee will prepare corre-
spondence through the chain of com-
mand to the Chief of Police describing
where the residence is located and the
nature of the ambiguity. The Office of the
Chief of Police or designee will then
notify thd employee whether or not the
take-home vehicle privilege will be
granted.

Ernployees may be assigned vehicles for
on-duty use. Such vehictes will be stored
in an appropriate location at the em-
ployee's permanent assignment. No
employee will park a department vehicle



at a non-assigned location and then

continue his or her daily commute beyond

the 3o-mite limit in order to circumvent
the intent of this General Order.

Employees will not operate city vehicles

for personal use outside the city limits of
Houston. Travel directly to and from
employees' permanent work assignments

is exctuded from this order and is gov-

erned by the 3O-mile rule.

Attention to DutY

Classified employees assigned take'home

vehicles will maintain radio contact with
the department at all times when driving

the vehicles. Officers will monitor the radio

channel corresponding to the district(s)

through which they travel. Officers will
serve as a supplementary force to the
regular police units, taking appropriate
police action when necessary.

Civilian personnel, while operating a city
vehicte, will be prepared to notify the
police dispatcher of any situation
warranting immediate police attention.

Absences

Employees assigned take-home vehicles,
who wilt be absent from duty for more

than five working days, will ensure their
assigned vehicle is available on police
property for use by others, as determined
by the division commander.

OPERAT'NG RULES FOR DEPARTMENT
VEHICLES

Employees operating any city vehicle will
do so in a safe and responsible manner.

Employees will operate motor vehicles in

accordance with the applicable laws of
the state of Texas and the citY of

PAGE: #3

Houston. Employees will adhere to any
operating rules provided by department
policy. Department vehicles:

a. May be used only as authorized by
department policy.

b. May be driven only by authorized
department employees, unless ap-
prdved by a supervisor or directed by
a police employee in an emergency.

c. May only be driven by employees who
possess a valid and appropriate Texas
driver license. The Chief of Police
reserves the right to require defensive
driving or any other training on a rou-
tine or special basis as necessity dic-
tates. Any employee who causes a
motor vehicle accident while on city
business regardless of previous DDC
attendance will be iequired to make
every reasonable attempt to success-
fully complete a DDC.

d. Will be parked in a legal manner
except during emergency situations.

e. Will not be placed in motion until the
driver and all passengers have fas-
tened all available seat restraints (i.e.,
seat belts and shoulder harnesses).

Will be inspected by the employee
before it is driven and any unsafe
condition, disrepair, or damage will be
reported to a supervisor immediately.

Will be kept clean. The employee will
empty the interior of debris and trash
after each use.

May be subject to additional restric-
tions regarding operation and use at
the discretion of the Chief of Police or
designated managers.

Gcmera[ @rdcv *qoa-ot ISSUE DATE: october L7, 2005

t.

g.

h.
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i. Will ngt be modified without prior
authorization from the appropriate
department official.

j. Will not be used to haul any type of
cargo unless the cargo is properly
secured, and the height of the cargo is
such that it will safely pass under
obstructions along the intended route.

k. Are subject to all totls, parking, or
other fees associated with . driving a
city vehicle and utilizing such ser-
vices. Employees will be personally
liable for any citations or violations of
this provision. (Toll and other fees
may be reimbursed upon the presenta-
tion of appropriate documentation.l

Consumption of alcoholic beverages in a

city vehicle by a driver or passenger is
prohibited. No alcoholic beverage con-
tainer will be allowed in any city vehicle
unless it is in the scope of the em-
.ployee's duties or responsibilities (see
General Order 3OO-28, Use of Intoxi-
cants, section 3, Exceptionsl.

Employees operating city vehicles will
ensure that no weapons, narcotics, or
items of evidence are in the vehicle prior
to operation. All vehicles used for patrol
type functions will be checked at the
beginning and end of each tour of duty,
as well as immediately after transporting
any prisoner, suspect, or citizen for any
reason. All other Police Department
vehicles will be searched immediately
prior to and immediately following the
transportation of any prisoner, suspect,
or citizen for anY reason.

VEHICLE ABUSE

Employees may be held liable for dam-
ages to vehicles and required to make full

restitution to the city for repair costs in
cases of vehicle abuse. Vehicle abuse
includes, but is not limited to:

a. Excessively racing a cold engine.

b. Continuing to operate a vehicle or
item of equipment when engine in-
struments or warning lights indicate
malfunctions.

c. Overloading a vehicle or using it for
purposes other than those for which it
was designed.

d. Failure to ensure that the appropriate
preventative maintenance is accom-
ptished.

6 MOTOR POOL REGUI_AT|ONS

Motor pool vehicles are to be used for
official city business only. Motor pool
check-out records ale audited, and
improper use of pool vehicles will lead to
disciplinary action. No motor pool vehicle
irvill be assigned as a take-home vehicle
unless authorized by this General Order or
the Chief of Police.

Employees checking out motor pool
vehicles must have an immediate need
for those vehicles.

a. Upon returning to the central potice
complex, employees must turn in their
vehicles immediately. Employees of
Fleet Managepent will monitor the
police garage and surrounding parking
areas to ensure compliance with this
policy.

b. Officers may check out vehictes for up
to eight hours during their duty time
with their division commander's ap-
proval. Approval for civilian employees
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will be in the form of the division
commander's signature on the vehicle
check-out sfiP,

c. In order to check out motor pool
vehicles, employees will properly com-
plete the necessary portions on the
motor pool slip and give it to motor pool
personnel in the Transportation Office.
Employees will retain a copy of the slip
until the vehicles are returned.

d. Prior to operation each employee will
inspect the assigned vehicle and record
the vehicle condition and starting mile-
age-

Any damage to the vehicle must be
reported immediately .to the Transporta-
tion Office or it will be assumed that the
damage occurred while the vehicle was in
the employee's possession. This does not
preclude the reporting of accidents as
required under department policy.

Overnight Use

Employees may check out a vehicle for
overnight use with the approval of an on-
duty shift commander or higher. A
Houston Police Department Overnight
Vehicle Use torm will be completely filled
out. Incident numbers and other factual
information necessary to provide ade-
quate justification for the overnight use
will be recorded on the form. The form
will include appropriate vehicle informa-
tion. The Transportation Office supervisor
will maintain these records for inspection
and review. The supervisor will provide
copies the next business day to the
appropriate assistant chief for review.

Long-Term Use

Long-term checkouts are appropriate for
call-up assignments, out-of-town trips, or

when an assigned take-home vehicle is
unavailable for greater than 48 hours. due
to' repairs. All other long-term uses or
special assignments require written
approval from the assistant chief of
lnformation Services Command through
the requesting division's assistant chief.

Parkinq

Motor pool vehicles will be parked only in
authorized areas.

Check-in

All employees will return their motor pool
vehicles by parking them in the motor pool
turn-in area at the central police garage.

a. All trash and personal property will be
removed from the vehicle by the em-
ployee returning the vehicle.

b. The employee's copy of the motor pool
slip and the vehicle's keys will be re.
turned to the Transportation Office or if
after hours, to the Motor Pool Office.

c. Employees will record the ending
mileage on the appropriate form.

d. Vehicles will be physically inspected
by the driver. Any damage detected
will be noted on the motor pool return
slip and reported orally to motor pool
inspection personnel. The driver will
sign the motor pool return slip.

e. Motor pool inspection personnel will
inspect the vehicle and countersign
the rnotor pool return slip.

Keys

Only authorized personnel from Fleet
Management rnay make duplicate keys
for any motor pool vehicle.
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Motor Pool Fecords

All Command Staff members will main-
tain accurate records on all unmarked
vehicles under their control.

Each command, office, division, or unit
will maintain:

a. An accurate inventory of all unmarked
vehicles assigned to their motor pool.

b. A central location for the storage of
motor vehicle keYs.

c. A logbook system for recording the
daily mileage on motor pool vehicles.

d. A vehicle insPection form, which
records the condition of a vehicle prior
to its use.

e. A vehicle damage log on all motor

Pool vehicles'

All Co.mmand Staff members will ensure
motor pool vehicles assigned to iheir
organizational units are inspected on a

regular basis and that vehicle condition is

properly recorded.

CITY INSURANCE

Employees are insured by the City of
Houston tor liability to a third person

arising from the operation, maintenance,

or use of motor vehicles owned or leased

by the city.

Emptoyees need not carcY insurance

riders to provide liability coverage for
their operation, maintenance, or use of
motor vehicles owned or leased by the
City of Houston; therefore, no reim-

bursement for such riders will be honored

by the CitY of Houston.

8 CARE AND MAINTENANCE OF VEHTCLES

All department vehicles will receive
regular preventative maintenance checks.
These will be done on a drive-in basis.
Advance notice of each maintenance
check will be given by Fleet Management.
lf a major repair is needed during the
check, the vehicle will remain in the shop
until the problem is corrected. Notifica-
tion of such action will be given to the
appropriate division or individual. Re-
placement vehicles will not be provided
for take-home vehicles in the shop for 48
hours or less due to regular preventative
rnaintenance or repair.

All employees using department vehicles
are responsible for keeping the interior
and exterior of tho vehicle clean and
presentab.le.

All drivers of department vehicles will add
fuel and engine oil to the vehicles under
their control, except for members of the
command staff, and persons driving
rnotor pool vehicles. The driver will also
enter all information into the Automated
Fuel Information System terminal or on a
gas ticket and turn the ticket in at the
appropriate location.

Before drivers refuel a nondepartment
vehicle, division commanders must send
written approval and a full description of
the nondepartment vehicle to the Trans-
portation Office.

No bumper stickers, signs, or insignias
will be allowed or placed anywhere on a
department vehicle without the authority
of the Chief of Police.

Secr{itv and Maintenance

Ernployees assigned take-home vehicles
are responsible for securing those



Gemera0 @mdeff *qoo-ot ISSUE DATE: 0crober 17, 2005 PAGE: #7

vehicfes and alf department owned items
within those vehicles. Employees with
take-home vehicles are responsible tor
ensuring that all required maintenance is
performed.

Fleet Management

Fleet Management will report through the
appropriate chain of command any known
abuse of a police motor vehicle. Fleet
Management will not be responsible for
any items left in an assigned vehicle.

DISABLED VEHICLES

When a vehicle needs to be serviced or
repaired, employees will:

a. Take the vehicle to the Transportation
Office.

b. Complete a shop card.

c. Park the vehicle in the appropriate
repair lot.

d. Submit the shop card to the garage
supervisor.

Employees operating a department vehicle
that becomes disabled will notify the
dispatcher and remain with the vehicte until
it is removed by a department wrecker.

1O RELATED GENERAL ORDERS

2OA-O2, Employees Facing Legal Action
3OO-28, Use of Intoxicants
4OO-O8, City Vehicle Accidents
4OO-2O, Vehicle Allocation

#-K$f
Chief of Police
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HOUSTON POLICE DEPARTMENT
OVER}IIGHT VEIIICLE USE FORM

, Employee number

at
(Date)

, request ur overnight
(Pleasc Print)

vehicle for hours.
(Day of Week)

for use:
(Military Time)

Justification

INCIDENT #

Shop Number. License Plate Number Make/Model

Check-out Mileage Return Mileage

Date/Time Returned Verifying Shift Manager

I certify this request is correct and is in accordance with General Order 400-02.

Signature. Assignment

Duty hours to _, Days off Date of Request

Request Approved Denied 

-, 

by Employee #.
(Shift Manager)

FALSIRnNG AN O\IERNIGHT \lErrICLE REQUEST CAN RESULT IN
ADMIMSTRATIVE DISCIPLINE AND CRMINAL PROSECUTION.

Division Codes:
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SUBJECT: CITY vEHlCtE ACC|DENTS

ISSUE DATE:

Harch 12, 2002 400-08
REFERENCE: Supersede: Ganeral Order. 4OO-O8

Dated Juno 13, 2bOO

POLICY

All traffic accidents involving city vehicles or
equipment, whether on public or private
property musl ba reported immediately by the
employee having cara aniJ custody of the
vehicle or equipment bt the time of the
accident.

City vehicle accidents which occur on a
freeway or major roadway wilf be moved to
accident investigations sites, when availabfe,
or another safe sita off tha treeway and in a
mannar that wifl minimize tho distraction to
tha dtiving public.

This General Order applies to alf employees.

pEFtiltnotl

Accidcnt lnvcstigatioa Araa (AUt. The
geographic aroa thst falls within th€ bounda-
ries of the city fimits of Houstori, Texas or
wifiin a 3&milc redhrs from police headquar-
tor9.

1 REPORTING REOUIREMENTS

' lf the city vehicle accidsnt occurs within the
city limits pf Houston, as soon as possible,
the employee will notify tha policc dlspatcher
and an immediata supervisor that th6y hav8
been involved in an accident.

tf the city vehicle accident occurs outside the
city limhs of Houston, but within the AlA, as
soon as possiofa, the smployae will notify an
on.duty Traffic and Accidcnt Division
supervisor.

Any employee involved in an accident with a
city vehicle outside th€ AIA will have a traffic
accident report prepared in accordance with
tho proceduros of the law enforcement

agency having jurisdiction over the accident
tocation. A copy of this report wi[ be
obtained by the employee and submitted to
the Tratfic and Accident Division and to thc
employae's immediate supervisor.

lf the city vehicle accident occurc outsids thcAIA and involves serious bodily injury or a
fatality, the employes will notify the Gorn-
mand Center as soon as possible.i

ln all casos, the emptoyee .will obtain thefolfowing information from ail persons
involved in the accident unless the informa-
tion is obtainod by a Traffh and Accidentofficer investigating the accident or thoemployee is incapachated or advised
otherwise by a supervisor:

a. Complete narne, addresses, and phone.
numbers (home and businessl.

b. Driver license, identificatiotrr Erd social
security numberg lwhere applicablel.

c. Make. model, year, vahicle identlfication
numbsr, and license platc number of all
vehicles involved.

d. Namo, address. phone number, and policy
number of the vehicle ownor,s insuranc€
carrier.

2 ACC|pENT tNvESpGATtON

The supervisor of the emptoyse involvod inthe accident will be contacted as soon Bspossible, and if on duty will report to tho
scene. lf the supervisor is not on duty or is
not readily available, a designee may be sent
to tho sc€ne.
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: I' Traffic and Accident Division unit and
supervisor will be assigned to investigate city
vehicfe accidents occurring inside ths AIA if
they involve:

a, A police or fire department vehicle.

b. Injury or property damage.

c. A fatality.

Tha Traffic rnd Accidant Division unh will
complete the investigation in accordance with
standard operating procedures and document
the incident by generating an accident report.

In the event that a citizen is seriously injured
or killed as a result of a city vehicfe accident,
the Traffic and Accident Division will ba
responsible for notifying tho next of kln as
soon as possiblc.

No-lnlurv and No-Damaqe Accidentr

A Traffic and Accident Division unit and
supervisor will investigats accidents involvlng
city vehicles inside the AIA resulting in no
damagc and no injury. The employee.s
supervisor will slso make tha scena. The
Traffic and Accidont Division will document
ths incident by generating an accident report.
Ths report will not be forwardad to tha
Department of Public Safety; ao cotrespori-
dence will be gen6rst6di snd no disciplinary
action wilf be takon.

lf a city vehicle accidont occurs outside tha
AIA and does not result in property damage
or injury, tha involvad omptoyee wilf roquest
th6 law enforcement agency having jurisdic-
tion to generate an accident report (even if
nonreportablal or an incident report. The
employee will obuin a copy of rhe report as
soon as possible.

Employoes invotved in no-damage and no-
injury accidonts th8t aro not investigated by
tha Traffic and Accident Division, will
g6n€rat8 corespondsnce describing the
incident. The correspondence and a eopy at
any reports generctod by the outside agancy

will be sent through the chain of command to
rhe Traffic and Accident Division.

lf the outside agency involved refuses to
generate any type of report, the HpD
employee will docum€nt tho narnos of the
persons and circumslanceg connected withthe event in co.rrespondence that wilt bg
forwarded through the chain of command to
the Traffic and Accident Division.

3

lf an on-duty city employee or a cfi vehicle
was involved in the accident, th6 invsstigat_
ing officer or a supervisor making the scenewill immediately notify the Command Canter
if tho accident:

a. lnvolved a fatalfi.

b. Involvad moro than two p€rsons who
were seriously injured.

c. Involved threo or more vehiclec.

d. Involved a head injury, spinal injury, or
injuries consisting of a s$ok!, srnputa-tion, heart attack, seriour olsctricalshock, mulriple fractureS, or s6rioua
burns.

e. Created a hazardous condition ondanger-
ing lifa.

t. ls spectacular enough to draw the
attention of the news media.

ln these situations, the Command Center will
immediately provide the fo[owing information
to the city of Houston Risk Managemont
Division's Safety Soction:

a. The number of fatalities.

b. Tha name and number of Dersons
seriously injurcd.

c. The numbsr of vehicles involved.
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d. The time and location of the accident.

e. The nams, work s€ction, and phone
nurnbsr of the person teporting the accl-
dent.

The accident investigation is not to be
delayed in order to awah the arrival of Safety
Section personnel.

lf th6 city vehlcle accidenl occured at a

signalized intersection and w83 a major
accident involvlng a police vehicfa or tatalitiog
or possible fatalitiee, tho Commsnd Center
will atso advise the city of Houston Traffic
Engineering Offica of the incident.

4 TNTEROFFICE CORRESPO,NDENCE

Employees involved In a clty vehicle accident
will prepsre and submh correspondencc
detsiling the circumstsneas of tho accident to
his or her immediatc suParvisor.

Atl correspondance associatad with tho
accident witl be addressod through thc chain
of command to thc employee's assistant
chief. lf disciplinary astion is recommended,
the correspondence will bc addressed to tho
Chisf of Pollco.

5 ACCIDENT REVIEI'Y BOARD

The Accident Roviow Board wilf review all
motor vehicle accidente and traffic offenses
involving employees who are opetating city
vehiclos. The Accidsnt Review Board witl
makc recommendationr for disciplinsry actlon
on all city vehlcls accidents.

The Accident Raview Board will bc comprised
of classified employees recommended by the
bosrd's presiding assistant chief and con-
firmed by the Chiof of Polico. Board members
witf includa one assistant chiof who wifl be
fra chairperson (apPointod by the Chiof of
Policsl, one captain, one lieulanant, ons
sorgesnt, ono pofice officer, and ono
representstive from the majorlty bargaining

agent {MBAI who shall have been setected by
the MBA or named ai an atternate and
approvad by the Chief of police. Unless
amended by the Chief .of pollce, all terms of
office will be for ono year, as follows:

Assistsnt Chief June t - May
Captain Oct. 1-Sept.
Lieutonant Aug. 1-JutySergaant Sept. l-Aug.
PoJice Officer Sept. 1 - Aug.
MBA Sept. t-Aug.

The Traffic and Accident Division will provide
staff support for the Accident Review Boardby compiling and providing fleet accidcnt
statistical data as requestcd. Thc personnel
Division will provide staff Eupport to. thcAccident Review Board by documenting
personncl sctlons arising from floot accidcntr.
Thc driver-training staff of thr Training
Division will sirve in an advisory cspacity ana
act upon any recommendationr and sugges_
tions relative to improving thc dcpartmsnt.s
fleet safety driver training.

6 CORRECTTVE ACTtOl{

The Chlef of police rss6rv€8 the right to
require any employes involved in rn accident
while operating a department vehlclo to
anend tha defensivc driving coursc or thc
pursuit driving courso even lf thc emptoyec
was not at fault in the accident. Reguired
attendanco st tho defensivo drlving couraa or
tho pursuit driving coursc wiU not praclude
appropriate discipllnary actlon or rostitutlon.

7 RELATED GENERAL ORDERS

600-1 2, Emergency Notlficadon

31
30
31
31
31
31

6.
b.
c.
d.
o.
t.

C. O, Bradford
Chlef of Pollcr
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SUBJECT: PAGING DEVICES

ISSUE DATE:

June 30, 1994

NO.

400-11

REFERENCE!Supcrscdcs Gencral Ordcr
40G11, Dstcd Mri g, lgg?

PURPOSE

This General Order establishes guidelines for all
employees in the assionmsnt and use of Police

Department Pagers.

ASSIGNMEHT PRIORITY'

Paging devices will be issued, at available, to
department employees who aro on 24-hour
emcrgsncy cal!'out stilttlS and who have a

reasonable oxpectation of being called out as
required .by rheir respective assignment. The
guidelinei for determining eligibility will be those
found in the Command Conter's Emergency
Notification Eook or in Gsneral Order 20G10,
Notiflcationr and Emcrgency Managcmcnt-

The following descending order of priority list will
be used to make assignments of available pagers:

a. Persons on Bmergency notification lists-

b. Special situation teams (e.g-, SWAT, Hostage
Negotiatioo Te*n, Bomb Squadl.

c. Maintenancc' personnol with a reasonable
expestation of being called to make
em€rgencY rePairs.

d. Atl assistant chiefs.

e. All captains and division commanders.

f. Lieutenanu on 24'hout emergency call.

9. Investigators on 24-hour emergency call.

h. Invesdgators, but onlY as needed for on-duty
use.

i. Others authorized by the Chief of Police.

2 CONTROL OF PAGTNG DEVICES

The Communications Management Division will
be the conuolling authority over all department
pagors. All requests for pagers will be submitted
and reviewed by that division. Requosrs will be
filled ac0ording to the availability of the devices
and priorities established in section I of this
General Order.

Division commanders will ensure rhat all requests
for pagers are legitimate and meet ths n€cessary
criteria prior to forwarding ttrem to the
Communications Managomont Divirion.

The Emergency Communicatione Divicion will
maintain a Paging Reguest Log documenting all
regussts lor paging. This log will contain the
date and time the paging requsst war made. the
name ol the requesting parry and the typ€ or
content of rhe message. The depanment wilt
conduct regular audits of the log to onsur€ that
pagers ara beinE used properly.

Tha Communications Management Division will
maintain records documenting the assignment of
each paging device and will make these records
available for official audits of pager ure.

All personnet assigned paging devices issued by .
the department will immediately notify
Communications Mana gement Divisirn whe n6vsr
thera is a change in personnel assignments or
pager assignments

Commanders of divisions with 24-houroperations
will be responsible for ensuring that any pagers
not currently assigned to a subordinate on 24-
hour emergency call are properly assigned so as
to make them available on each shift for on-duty
use as needed.

'/(-'/t

I?LUL
- S"- Nuchlr

Chief of Pollca
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ISSUE DATE:

January 5, 2007 400-14

REFERENCE: Supersedes all prior conflicting
Circulars, Directives, and General Order
4OO-14, dated June 29, 2OO4

SUBJECT: CONTROL OF POLICE DEPARTMENT PROPERTY

POLICY

Commands, offices, divisions, units, and
squads will at all times maintain a current
and accurate database of all City property
assigned to them.

This General Order applies to all employees
and City property valued at $25O or more.

DEFIN|nON

Propefi. Property is any item belonging to
the City that is not consumable or dispos-
able by design.

oPERATTONAL READINEqS OF STORED
PROPERTY

Commanders are responsible for ensuring
all department equipment and property
stored under their immediate authority is
kept in a state of operational rdadiness. In
addition, commanders are responsible for
the correct storage, inventory, inspection,
and maintenance of the equipment and
property under their authoritY.

INVENTORY DATABASE

Employees are responsible for assigned
City property until it is officially removed
from their care and the removal is prop-
erly documented and logged into the de-
partment's designated database.

The City's designated database is the As-
set Inventory and Information Manage-
ment System (AllMS), available for de-

partmentwide use. The database is cen-
tralized and accessible through the Intra-
net. The database will have an entry of
every item a command, office, division,
unit, or squad has in their possession, has
sent to surplus and salvage, or has trans-
ferred to another location.

Every item wlll be logged into the data-
base and will include all of the following
applicable information :

o Date it was received into inventory
("Service Date- field).

r A thorough description lthe "Account
Number' automatically populates the
-Account Description').

o Colors (the "Notes' field allows for
additional descriptions).

. HPD inventory control
('RLT#').

number

City of Houston fixed asset inventory
control number ("ALT#'which is ap-
plicable for property valued at S5,0OO
or greater).

Manufacturer.

r Model number.

o Serial number.

Exact location (the facility).

Current condition.

Employee the item is assigned to (the
"Assigned To'field).



o Location the item was moved from and
the date (this is accessible through the
"History' file of the databasel.

r Location the item was moved to and
the date (this is accomplished when a
transfer is completed in the system
changing the'Organization,' "Facil-
ity,' and'Assign To' fieldsl.

r Original or estimated cost of the item.

. Method of acquisition (i.e., PO#, P-
Card, or Donationl.

INVENTORY OF NOND.(PENDABIE
DEPABTMENT PROPERW

All commands, offices, divisions, units,
and squads will maintain a current and
accurate inventory. AIIMS will be updated
with transactions such as acquisitions,
transfers, and disposals with appropriate
documentation. All nonexpendable prop-
erty valued at $25O or more will be re-
corded. All applicable information as out-
fined in section 2, lnventory Database will
be included in AllMS.

The only exception is for department
owned weapons. They will be inventoried
and entered into AIIMS regardless of the
value.

HPD lnventory Control Numbers

Unless noted in the following sections, all
nonoxpendable items valued at 925O or
more will be tagged by placing an HPD
inventory control number tag on each
item. These tags can be obtained from
Property and Supply Division.

The tags will be affixed in such a way as

to be readily visible, but not likely to be
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marred or defaced. lf tagging is not feasi-
ble due to size of item, location, or opera-
tional use (e.9., undercover, surveillance,
or weapons) the assigned tag number will
be recorded and kept in the division in-
ventory file.

Except for undercover and surveillance
items and weapons, any items not feasi-
ble to tag will have the tag number in-
scribed with permanent marker or en-
graver. All other items without a tag will
be tracked by the serial number.

Gitv of Houston Fixed Asset Control
$umbers

As required by City Asset Policies and
Procedures, nonexpendable items valued
at $5OOO or mors will be assigned a City
of Houston fixed asset controlnumber.

computers and computer communication
devices will be assigned a fixed asset
control number only if the value is $500O
or mor6.

Furniture will be assigned a fixed asset
control number if valued at $5OOO or
rnore. City of Houston fixed asset control
number tags can be obtained from Budget
and Finance (B&Fl Asset Group. These
tags will be affixed to the items in the
same manner as the HPD inventory con-
trol number tags (see previous subsection,
"HPD Inventory Control Numbers').

Divisional Inventories and Asset Testing

During the month of January, all divisions
will conduct an annual physical inventory
of all nonexpendable property valued at
$25O or more.

The inventory results will be forwarded to
the division's assistant chief or director in

Gemera0 @mden #4oo-14 ISSUE DATE: January 5, 2007
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correspondence from the commander. A
copy will also be sent to B&F. The work-
ing papers used during the inventory
process will be kept in the division's files
for reference and review.

The B&F Asset Group will conduct a
complete inventory annually of all capital
property valued at S5OOO or more.

Inspections Division may conduct sepa-
rate asset testing at any time.

Commander Transfer

. When commanders transfer in ,o " n"*
division, they will ensure a complete in-
ventory is conducted of the property of
the new division (this includes any divi-
sion property they brought with theml.
This inventory and the Commander
Transfer lnventory Template form (see at-
tached) must be completed within 14
calendar days of their reporting for duty
with the new division. Divisions may be-
gin the inventory process as soon as the
new commander's transfer has been
properly authorized.

When'comhanders transfer out of a divi-
sion, they will ensure any division prop-
erty they take with them is properly re-
moved from that division's inventory.

DISPOSAL OB RELOCATION OF CITY
PROPERTY

The procedures in this section apply to all
City of Houston owned nonexpendable
property unless indicated otherwise.

These procedures do not apply to com-
puter equiprnent, computer peripherals, or
fleet equipment. Technology Services will
relocate, dispose, and maintain an inven-
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tory of all microcomputer.hardware, com-
ponents, and software (see General Order
400-19, Microcomputer Regutations).
Fleet Management will coordinate fleet
equipment inventory.

Grant-Funded Properw

The Grant Unit of B&F must approve in
writing any allocation changes to grant-
funded property. Documentation of a com-
pleted transaction will be forwarded to B&F.

Property Assigned to Emplovees

City property directly assigned to an em-
ployee (e.9., vehicle, laptop, cell phone,
Blackberryl will remain on the issuing di-
vision's inventory (e.9., Fleet Manage-
ment or Technology Services) and not on
the employee's division inventory.

Propefi Disposal and Reallocation

When commanders need to dispose of
City property for any reason other than
salvage, they will email their supervisor
requesting authorization to dispose of
City property. The supervisor will respond
to the commander via email indicating an
approval or disapproval.for the disposal
process to begin.

Salvage Transfer

When a division has items for salvage,
commanders will email their supervisor
requesting a salvage transfer, This email
will include:

r Property description
r Manufacturer
r Model
r lnventory tag numbers
. Serial number
. Condition of each item



lf supervisors approve the salvage trans-
fer, they will forward an email, with the
inventory, indicating their approval to the
requesting division commander and the
manager of the Property and Supply Divi-
sion. The Property and Supply Division
will print and retain a copy of the elec-
tronic approval authorization in its divi-
sion files.

When supervisors do not approve of a

salvage transfer, they will forward an
email to the requesting commander
documenting the reason for the disap-
proval.

lf the transfer is approved, the Property
and Supply Division will contact the
originating division to schedule the
pickup of the items. An authorized ern-
ployee of the originating division will
sign the transfer documents when the
items are picked uP.

After the Surplus and Salvage Section
transfers the items to the Property Dis-
posal Management Office (PDMOI, the
Property and Supply Division will send
copies of the transfer documents to both:

a. The eriginating division.

b. The B&F Asset GrouP.

Vendor-Supplied PropertV

Requests for returns or exchanges of
vendor-supplied property must be ap-
proved by the commander and docu-
mented by a vendor receipt specifying all
inventory tags and serial numbers of the
property. The division will keep a copy of
the receipt and the original will be for-
warded to the B&F Asset Group.
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5 MODULAR FURNITURE

Only trained personnel will make modifi-
cations to the department's modular fur-
niture. lf any adjustments to this equip-
ment are needed, commanders wil! con-
tact the department's liaison to request
assistance from the City of Houston
Building Services Department.

CONVERSION OF PROPERW TO CITY
INVENTORY

When commanders need an item from
the Property and Supply Division, they
will email their supervisor indicating the
item needed and the reason for the re-
quest. lf the request is approved, the su-
pervisor will forward the commander's
request along with their approval to the
manager of Property and Supply Division
via email.

When the requested item becomes avail-
able for conversion to City inventory, the
Property and Supply Division will email
the requesting division's executive assis-
tant chief. This email will request the
item be approved for conversion and as-
signed to the requesting division. The
request will contain all the data neces-
sary to convert the property to City in-
ventory (e.9.. incident number and tag
numberl.

Executive assistant chiefs will email their
approval to the manager of the Property
and Supply Division.

The Property and Supply Division will co-
ordinate the transfer of the property with
the requesting division and will keep hard
copies of all approval emails,
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To facilitate proper inventory control, the
Property and Supply Division will place
the appropriate inventory or asset control
number on items converted to City inven-
tory prior to the items being released to
the division. The Property and Supply Di-
vision will furnish this information to the
B&F Asset Group.

The receiving division wilt record the itern
and inventory control numbers in AllMS.

Once added to City inventory, an itern
will not be moved from the assigned divi-
sion or used for any other purpose than
originally intended without approval ot
the assigned commander.
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Weapons

Any division intending to convert weap_
ons to City inventory will research each
weapon for TCICINCIC hits. A docu_
rnented TCIC/NCIC search will be con-
ducted every three years on weapons
with unknown histories.

Weapons with obliterated serial numbers
will not be converted to City inventory.

FELATED GENERAL ORDER

4OO-1 9, Microcomputer Regulatlons

:k*ttthf
Ghief of Potice



Commander Transfer Inventory Template
Houston Police Department

Division

Due of Inventory

Signature:

Signature:

Invefiory Clutodian

Date:

Invenrory Cwtodian's Immediate Sup ertisor

Date:

Signature:

Oagoing Commander

Date:

Signature:

Incoming Commander

Date:

This form and its attachments should be completed within 14 calendar days after
lpnnsfg1.

Provide a copy of the following documents for each commander above and the assistant chief:

. Full Inventory
o Correspondence detailing the disposal or relocation of city property per General Order

4W14, Control of Police Department Praperty
. List of item(s) unaccounted for
o Incident report(s) for lost/stolen items

Lspcctions 061103
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ISSUE DATE:

January 51 2007 400-18

REFERENCE: Supersedes all prior conflicting
Circulars, Directives, and General Order
4OO-18, dated June 19,2OO0

SUBJECT: RESPONSIBILITY FOR CITY PROPERTY

POLICY

All employees are responsible for the se-
curity of City property and services. Ern-
ployees will protect such property from
loss, damage, destruction, or misuse.
When City property or services are lost,
stolen, or damaged; employees will report
the matter to their immediate supervisor.
Supervisors will take appropriate steps to
ensure City property is repaired and pro-
tected from misuse.

Employees will properly maintain depart-
ment property and keep their offices,
lockers', desks, and work areas clean and
orderly.

Employees will use or Provide CitY
equipment or services only for official
City business.

This General Order applies to all employ-
ees.

DEFINITIONS

Property. For this General Order, property
is any item belonging to the City that is
not consumable or disposable by design.

Value. The property's current fair market
value.

REPORTING AND INVESTIGATING

lf the value of the lost, damaged, or sto-
len property is more than $200, an inves-

tigation will be conducted in accordance
with the department's disciplinary sys-

tem. Also, employees will do all of the
following:

a. Report the incident immediately to
their supervisor.

b. Ensure an incident report is generated
that includes a complete description
of the property (e.9., size, color, and
model and serial numbersl.

The employee's immediate supervisor will
issue a 48-hour notice to the employee
and conduct a preliminary investigation.
The supervisor's investigation will include
all of the following:

o A copy of the incident report
. Employee's administrative letter
. Supervisor'sadministrativeletter

The supervisor's administrative letter will
state the property's value and estimated
replacement or repair cost. The depart-
ment division or unit purchasing or dis-
tributing the property will determine the
value or cost.

lf the property's value is mora than $5O
up to and including $200, the concerned
division may conduct a supervisory in-
tervention if culpability exists, but does
not fall under the prerequisites of section
2, Special Circumstances, and the em-
ployee accepts responsibility and makes
restitution (see section 3, Payment of
Restitutionl.

Propertv Valqed $5O Or Less

Employees reporting any City-owned
property as lost, damaged, or stolen with
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a value of $5O or less will report the in-
cident immediately to their supervisor.
The supervisor will conduct a prelimi-
nary investigation to determine culpabil-
ity. lf there are no special circum-
stances, the property may be replaced
or repaired by the City at no cost to the
employee and no further action will be
taken.

The only exception to this section is if
the item is a cartridge or holster for a
conducted energy device. In these two
cases only, the supervisor will generate
correspondence to the employee,s
commander detailing the reason for the
replacement or exchange.

Property With No Value

Employees will immediately notify their
supervisor when City property has been
lost. stolen, or damaged even if the
property has no intrinsic value due to
usefulness, condition, or life expec-
tancy. The supervisor will conduct a
preliminary investigation to determine
culpability. lf there are no special cir-
cumstances, the property may be re-
placed or repaired by the City at no cost
to the employee. No further action or
discipline will be taken.

SPECIAL CIRCUMSTANCES

Regardless of the value of the lost, sto-
len, or damaged property, a supervisor
may order a disciplinary investigation
any time one or more of the following
special circumstances are present. The
incident:

a. Compromised security

b. Caused significant embarrassment or
harm to the Police Department.
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c. Was part of a pattern of misconduct
by the same employee.

d. Occurred because of negligent or fla_
grant circumstances.

e. Involved misuse or unauthorized use
of City property or services.

ff one or more of these special circum_
stances exists, the employee is subject
to the full range of discipline as indicated
in the department,s Corrective Action
Manual,

Badges and Credentials

General Order 4OO,O2, Badges and Cre-
dentials, governs the loss, theft, damage,
or misuse of an employee,s badge, official
police identification card, or hat shield.

Maior Awards

Major awards and plaques (see General
Order 300-15, Appearance and Grooming
Standards - Classifiedl that are lost or
stolen may bo replaced for the officer re_
ceiving the award or a surviving spouse
by obtaining a letter of authorization from
the commander of public Affairs.

The officer or spouse will send the de-
partment's authorization lener along with
any required fee to the appropriate busi_
ness to obtain replacement of the lost
award.

PAYMENT OF RqST|TUTION

Employees making restitution will be di-
rected to contact the Office of Budget and
Finance within 30 calendar days of receipt
of the Chief's order to make an arrange-
rnent for payment. Restitution must be
rnade in the form of one payment.
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The Office of Budget and Finance will
immediately notify the Chief of police of
any employee failing to comply with an
order requiring restitution.

REPIACEMENT OF PROPERTY

Divisions responsible for issuing property
to employees may establish additional
procedures regarding the replacement of
lost, stolen, or damaged property. Such
procedures will be documented in the di-
vision's standard operating procedures
manual and will not conflict with this
General Order. Employees wilt comply
with these additional procedures.
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Investigation of Emptoyee
Misconduct
Appearance and Grooming
Standards - Classified
Badges and' Credentials
Control of Police Department
Propefi
Property/Evidence Control
Regulations

#sr*#;
Chief of Police

5 RELATED GENERAL ORDERS

200-03,

300-1 5,

400-02,
400-14

700-0.1,
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SPECIAL INTVESTIGATIONS COMMAIID
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SIIBIECT/f,VIX{T:

CRIMINAL INTELLICENCE DTVISION - USE OI'DTVISIONAL CELLTILAR PIIOI\ES

RESFONSIBILITY: Use and r€porting the use of divigional cellular telephones

TASK

REF'ERDNCES:

l. Whem using divisional cellular telephones e,mplo),ees wiU be guided by the following:
A. CelNar phonec will be limited to business use; howev€r, it is realized that on occasion

p€Nonnel will be in a situations which could require use of the cellular phone for persmal
use (i.e. sun'eillance). trn these cascs it shall be noted on the phone log that the call was
personal in natrre. Whe,n the division receives the cellular phone bill the employee will
reimburse the Cityby check. The check shall be payable to the City of Houston and will
be routed tkougb HPD Budga and Finance.

B. Stsndsrd or conveNrtional phones arc to be used whenever possible.
C. All calls, made or received, should be as brief as possible.

PcrNo,HP-D-flXE?
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uston Police Department

seorember 22. 2008 NO.08-0922-L9L

SUBJECT: REVISION TO TIIE CIIECK-OUT PROCESS FOR SEPARATING
EMPLOYEES

Employees who are separating from the deparhent are no longer required to go to 12 different
locations to obtain signatures for the check-out process.

The process is now sfeamlined for the vast majority of separating employees by allowing two
divisions, the Human Resources Division and the Property and Supply Division, to handle the
check-out process.

There may be few instances wherein a separating employee may still have to go to.another unit or
division to handle an unresolved matter prior to being processed out. However, the Human
Resources Division and Property and Sripply Division should be ableto handle the vast majority of
employees separating from the deparbnent in an efftctive and efficient nrantrer.

As such, the following check-out process will be effective immediately:

o Prior to going to the Human Resources Division, a retiriug employee (classified or civilian)
must go to their respective pension ofFrce to obtain a letter of intent to retire from the
deparhent. This is a requirement so that the retiring employee can be processed by their
respective pension off,rce and begin receiving his or her retirement benefits on.schedule.

Once the employee presents their letter of intent to separate, the Human Resources Division and
the Property and Supply Division will process the employee's separation paperwork and collect
any outstanding equipment and uniforms. The following is a summary of each step that will be
handled by the two divisions:

Human Resources Division

Will process paperwork for the Burial Fund and conduct exit interviews with separating
employees
Will determine if there iue aoy pending Internal Affairs investigations and, if necessary, will
coordinate accordingly with Legal Services.
Will generate a Form 201, Separuionfrom City Form, and send a copy to Budget and Finance
as notification of the employee separation.

Will recover any issued Travis and"/or "Lot G" parking permit from the separating employee.
Will recover employee's identification card and issue new retirement identification card.

o

O
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r Will notify the employee's assigned division (Captain's Office Assistant) of the employee's

impending separation. Human Resources Division personnel will determine from the Office

nsiistantlf the employee has any outstanding issued equipment from the assigued division,

such as a laptop, police radio, cell phone, and/or a "take-home' vehicle. An assigned city or

grant "take-home" vehicle must be returned to the division's vehicle coordinator prior to

Inr.nog out. If the employee is still in possession of any divisional equipment, then the

employee witl be sent back to their assigned division to resolve the matter prior to processing.

Property and SuPPIY Division

r Will recover uniforrns, equipment, and other items assigned to employees, as is being done

under the current system.

o Will now recover the blue (classified) or black (SRG classified) Personal Protective Equipment

(PPE) bags from the separating employee.

o Will also now recover any issued Tasers, holsters, and Taser cartridges.

Human Resources Division personnel will notify the separating employee to go by their respective

employee union group to be processed out. This is necessary to ensure that the employee

discontinues their payment of dues and.completes any necessary supplemental insurance forms.

Finally, by implementing this revised check-out procedure, the check-out Process will be more

effective, efficient, and employee friendly.

tt | .rry'.l.t u | 4E#I-Fr Urt-r JJ)Y t
Hafolcl L. Hfrtt-
Chief of Police

hlh:otp

Originating PartY:

O. T. Pando, CaPtain

Human Resources Division

COP,#08-29650
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SUBJECT: 2O1O TAKF-HOME VEIIICLE AUDIT AND REIMBURSEMENT FEE

The 2010 Take-Home Vehicle GHn Audit is being initiated to maintain accurate and up-to-date
deparrnental records, and to implement a new vehicle reimbunement fee, which is anticipated to go into
effect before the end of December 2010. According to a directive from Mayor Annise Parker, every
deparunent in the city will implement the $98 THV fee.

As applied to the Houston Police Deparfrnent, this represents an increase of $23 per pay period, up from dre

current fee of $75. This fee is applicable to all permanently assigned THVs, regardless of originating source
(e.g., city-owned, city-leased, or federally-leased vehicles). Additionally, only those employees who are
currently exempt from the TIIV fee will continue to be exempt; however, evenrone with a THV must turn in
the new THV Assiqnment form to complv with the audit. Note: There is no longer an 'Operational
Necessity' exemption as provided within Circular #034716-W2, Vehicle Use Reimbursement Fee, dated

July 16, 2003.

Ultimately, the audit will require the completion of the new THV Assignment form, which can be found on
the department's intranet portal under Docummts in General > Deparfinental Forms > Other >
Assigwnent Forms for Take-Home Vehicles. The form(s) will include sipnahrres from both the applicant and

the respective employee's division commander. The hard copy of the form will serve as the agreement !o the

new fee and all forms should be collected at Oe divisional level. Divisional packets containing all THV
forms will be due in the Support Operations office by or before the close of business on Tuesday,

November 30, 2010.

SPECIAL INSTRUCTIONS:
I The audit and fee applies only to permanent take-home vehicles.
I The THV Assignment form should be completed online, then printed and signed.
I If an employee is currently exempt from the THV fee, type the phrase 'AUDIT-EIGMPT FROM FEE"

in the section entitled Daails of Duty.
t For employees that are NOT E)(EMPT from the THV fee, the word "AUDIT" should be typed in the

section entitled Details of Duty.
I If an employee does not agree to pay the new $98 fee, the enployee will need o immediately contact

Sergeant H. M. Garcia in the Support Operations office to make arrangenrnts for urning in the vehicle.
I tndividuals who do not comply with this audit will be in violation of deparrncnal procedure ard shall be

subject to an internal investigation.

Questions or inquiries about this issue should be directed to Sergeant Garcia at 713-308-1545.

Chief of Police
cam:hmg:gam

Originating Party:
T. N. Oenmeier, Executive Assistant Chief
Support Operations
cOP # 10-37994
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January l3r 20ll NO. 11-0113_008

SUBJECT: IMTIATION OF I{BW TAI(E HOME VEHICLE FEE

The new bi-weekly take-home vehicle fee went into effect on the first full pay period of Decerrber
2010. The bi-weekly fee increased from $75 to $98. Since the new fee was not applied on the
corresponding check, dated December 31, 2010, the new fee will appear on the check dated
January t4, 201t, along with a one-time reEoactive adjushent of $23.

Should you have any questions regarding this matter, contact Sergeant H. M. Garcia at
713-308-1545.

l-/ a,II,*J=-L
M. I. Monalvo
Acting Chief of Police

mim:hmg:jlb

Originating Party:
T. N. Oettmeier, Executive Assistant Chief
Support Operations

coP# 11-38494


